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FI RE COVMUNI CATI ONS OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses entry-1evel position of t he
conmuni cati ons di vision of the fire departnment. Fire
Communi cations Officers operate communi cati ons equi pnent, keep
conmmuni cations records, and performother duties related to the
conmuni cations function of the fire department. Duties of this
class are non-supervisory in nature and require the ability to
act i ndependently foll owi ng standard operating procedures. Fire
Communi cations Officers report to and have work reviewed by a
Fi re Communi cati ons Supervisor. This class ranks directly bel ow
that of Fire Communi cati ons Supervi sor.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Answer s t el ephone and takes as nmuch i nformati on as possible from
caller and enters information into conmputer, using appropriate
codes and signals. Transmts information on fire and di spatches
units.

Keeps track of location and condition of each unit at all tines
usi ng conputer aided dispatching (CAD) display. Recei ves and
transmts nessages to and fromthe fire scene and to and from
rel ated departnent personnel. Provides requested assistance to
units.

Notifies all specified officers or special units of working
fires. Cal | s anbul ance service, |law enforcenent agencies,
utilities conpany, and any other required agencies or
i ndi vidual s, for assistance at the fire scene or in emergencies,
when necessary.

Operates teletype keyboard, high speed line printer, TTY/ TDD
devi ces, intercom system and radio. Sounds fire alarm
Perforns any tasks which are required to conply with FCC
regul ati ons.

Tests equi pment such as fire radios, fire tel ephones, alarm
bells, public address systems, or recording equipnment as
prescri bed by departnment policy. Checks back-up power systemto
ensure that it is ready for operation. Al erts superior when
repairs are needed for any malfunctioning comunications
equi pnment and participates in inspecting equipnent after repairs
to see that repairs were properly acconplished. Assists in
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di sbursing supplies and equi pnent for the division.

Personal ly conpletes fornms and records required. Conpiles and
anal yzes data and wites reports needed for the operation of the
di vi si on.

Answers depart nent non-fire phones, provi ding requested
information or transferring <caller to <correct person or
depart nment.

Perfornms rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application for adni ssion to
t he exam nati on.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exanm nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica

fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunmentation indicating, at a mninmum that the
appl i cant has nmet the mninum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diploma, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must be not |ess than eighteen (18) years of age.
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